The European Union’s IPA 2010 programme for Albania

Technical Assistance for Strengthening the
Capacity of the Ministry of Environment, Forests
and Water Administration in Albania for Law
Drafting and Enforcement of National

Environmental Legislation
(EuropeAid/130987/C/SER/AL)

NEA New Organisation
PMO Documentation (DCM 476, 16.6.201 1)
Activity C.3

Final Draft

* K

*
*
*

* 4 %

* oy K

This project is funded by
the European Union



Environment Law
Enforcement in Albania

Project title: Technical Assistance for Strengthening the Capacity of the Ministry of Environment, Forests
and Water Administration in Albania for Law Drafting and Enforcement of National
Environmental Legislation

Project number: Europe Aid/130987/C/SER/AL;
Contract no. 2011/275-693
Country: Republic of Albania
Beneficiary Contractor
Name: Ministry of Environment Forestry Grontmij A/S
and Water Administration
Address: Durresi Str, Nr 27, Tirana, Albania Granskoven 8 DK-2600 Glostrup
Contact Person: Enkelejda Malaj Paolo Bacca
Phone: +355 4 2270622 +355 4 2226493
E-mail: Enkelejda.Malaj@moe.gov.al Paolo.Bacca@selea.al
Date of Report: 13 July 2012
Title: NEA Organisation
Authors: Kurt Terpgaard Jensen
QA/QC Paolo Bacca

Acknowledgement

The project team wishes to express its gratitude to all resource persons and experts from all institutions and
stakeholders involved in the collection of data and information and to all persons and bodies that have supported
the development of this Working Paper. Special thanks are extended to the directors of the Ministry of Environment,
Forests and Water Administration and the National Environment Agency.

This report has been prepared by a project team working for Grontmij. The findings, conclusions and interpretations
expressed in this document are those of Grontmij alone and should not in any way be taken to reflect the opinions
and policies of the European Commission.

f Grontmij

the future


mailto:Enkelejda.Malaj@moe.gov.al
mailto:Paolo.Bacca@selea.al

Technical Assistance for Strengthening the Capacity of the Ministry of Environment, Forests and Water Administration in Albania for Law

Drafting and Enforcement of National Environmental Legislation

TABLE OF CONTENTS

LIST OF ABBREVIATIONS

1 INTRODUCTION
1.1 PROPOSAL FOR THE RE-ORGANISATION OF NEA
1.2 NEW LEGISLATION

2 PROPOSAL FOR A NEW STRUCTURE
2.1 ASSUMPTIONS
2.2 OVERALL STRUCTURE OF NEA
2.2 DIRECTORATE DESCRIPTIONS
2.3 REGIONAL ENVIRONMENTAL AGENCIES
2.4 QUANTITATIVE ANALYSIS OF STAFFING NEEDS
2.5 JOB DESCRIPTIONS AND CONSEQUENCES FOR STAFFING
2.6 FINANCIAL CONSEQUENCES

ANNEX A: QUANTITATIVE ANALYSIS OF STAFFING NEEDS

ANNEX B: FINANCIAL IMPLICATIONS FOR THE BUDGET

ANNEX C.1: ENVIRONMENT AND FORESTS AGENCY

ANNEX C.2: REGIONAL ENVIRONMENT AGENCY ASSESSMENT SUMMARY
ANNEX D: REPORT ON CONSEQUENCES FOR STAFFING

ANNEX E: JOBS DESCRIPTION

f Grontmij

the future

Page

coooN b

10

11
11

12
17
18
21
22
23



Technical Assistance for Strengthening the Capacity of the Ministry of Environment, Forests and Water Administration in Albania for Law

Drafting and Enforcement of National Environmental Legislation

LIST OF ABBREVIATIONS

BAT Best Available Techniques

BPN Best Practice Notes

CEPP Commission on Environment Protection and Preservation
DCM Decision of Council of Ministers

DoPA Department of Public Administration

DSIP Directive Specific Implementation Plan

EBRD European Bank for Reconstruction and Development
EIS Environmental Information System

EUD European Union Delegation to Albania

GIS Geographic Information System

LFM Logical Framework Matrix

MoEFWA  Ministry of Environment, Forestry and Water Administration
MoM Minutes of Meeting

NEA National Environmental Agency

SEI State Environmental Inspectorate

NEL National Environmental Laboratory

PMO Prime Minister Order

PRTR Pollution Release and Transfer Registry

REA Regional Environmental Agencies

REI Regional Environmental Inspectorates

SELEA Support Environmental Laws Enforcement Albania
SoE State of Environment

SSE Social Security Expense

ToR Terms of reference

QA Quality Assurance

WB World Bank

HR Human Resources

HRD Human Resources Development

f Grontmij

the future



Technical Assistance for Strengthening the Capacity of the Ministry of Environment, Forests and Water Administration in Albania for Law
Drafting and Enforcement of National Environmental Legislation

1 INTRODUCTION

1.1 PROPOSAL FOR THE RE-ORGANISATION OF NEA

The present report is the documentation for the process of the establishment of the National Environment
Agency and its re-organisation as compared to the current Environment and Forests Agency, including the
organisational changes needed for the Regional Environmental Agencies.

The report also includes the establishment of a Directorate of Forests within the National Environmental
Agency while the regional set-up of the forests sector is not foreseen by this report.

The DCM no.474, dt. 16.6.2011 “On the definition of the standards and procedure to be followed during
the drafting and approval of the organizational structures of public administration institutions” lays down
the procedures and structures of new organisations.

The DCM allows for re-organisation if — among other - the functions of the institution are increased or
reduced’. According to the new environmental legislation coming into force by 30 January 2013 there will
be new functions for the Agency. The Agency will deliver regulatory and service functions. A re-organisation
of the NEA is therefore fully in accordance with the requirements of the DCM>.

The proposal includes the formation of a 5 Directorates with a minimum of 5 employees as required. The
proposal does not make specific proposals for chief of sectors but leaves this for an Agency decision in
accordance with the formal requirements of the DCM and in accordance with its status of an institution
that is independent in its decision-making and functioning.

As required by the DCM?, the posts in the Support Service functions must not exceed 33%. Therefore, a
proposal is made that meets the requirements regarding the administration, including the HR management
and finances functions.

The proposal follows the formal requirements as regards terminology™

The Department of Public Administration (DoPA) reviews the documentation provided by the relevant
Minister in the proposal for re-organisation, before the Prime Minister approves such re-organisation.
According to the DCM an organisation — in this case the NEA through the ministry - has to submit the
following documentation to the Department of Public Administration. All those documents have been
prepared as indicated in the brackets below:

a) Detailed reasons for the need of changes (this report);

b) The financial effects that accompany the required changes (prepared as Annex B);

c) Job description and specific requirements for each new job position created or affected by the

proposal (prepared as Annex E);
d) Quantitative analysis for the needed resources to perform certain functions (prepared as Annex A)

! Section Il art 29 b)
*Section | art 1 and 3

* Section | art 7

* Section | art 10, 15 and 21
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e) A report on the consequences that restructuring may have on the institution’s employees and
personnel costs, also a provision for the accommodation of employees, which job position are
affected as a result of restructuring (Annex D).

The proposal should also be followed by the opinion of the Ministry of Finance on the financial
consequences (item b) — all to be processed by the DoPA>.

The proposal has to be approved by the Prime Minister.
After the approval the following is foreseen according to the DCM:

e The order for approval of the structure is immediately effective, but will come into financial effect
not later than 30 days from the entry into force, during which period all actions for the disposition
of existing employees in the new structure must be fully accomplished; and

e In case of civil service position in the Council of Ministers and apparatus of ministries, the decision
to assign an employee for another position or to stay on a waiting list, is based on the criteria
defined in paragraphs 7-10, of the Decision of Council of Ministers no.360, dated 14.7.2000
“Release from the civil service”, and after an individual administrative procedure, made in
accordance with the Code of Administrative Procedure of the Republic of Albania for each
employee, whose position is affected by the restructuring.

1.2 NEW LEGISLATION

The Law no. 10431, date on 9.6.2011 “On Environmental Protection”, Chapter 10, article 59 lays down the
new functions and responsibilities of the National Environment Agency (NEA):

1. National Environment Agency is a central public institution subordinated to the Minister,
exerting its jurisdiction in all the territory of the Republic of Albania through its central office
and through its regional (Qark) branches, here and after referred to as Regional Environment
Agencies.

2. National Environment Agency is financed by the state budget and its own resources.

3. National Environment Agency is independent in its decision-making and while carrying out its
functions provided by this law.

4. The Council of Ministers, in accordance with the provisions of this Law, shall endorse the
detailed rules on the organisation and functioning of the National Environment Agency and of
the Regional Environment Agencies, the division and organisation of work, the status of the
employees and its relations with other institutions.

5. The Prime Minister, upon proposal of the minister and in accordance with the provisions of
this Law, approves the structure and personnel of NEA and of the Regional Environment
Agencies.

AND

For employees of the NEA, the procedures of legislation on civil servants shall be applied as for
independent institutions, except where otherwise provided in this law. The head of the National
Environment Agency's is the "direct supervisor" in accordance with these provisions. The head of the
National Environment Agency is appointed by the Council of Ministers, upon a proposal of the
Minister.

> Section Il art 32 and 34
® Section Il art 38 and 39
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Drafting and Enforcement of National Environmental Legislation

Employment relationships with other Agency employees, that perform support tasks, are subject to
the labour code and any other law which is subject to the public administration.

In accordance with the provisions of the new Law on Environmental Protection’, the NEA has the following

functions:
a)
b)

c)
d)

e)
f)
g)
h)
i)
j)
k)

Prepare environmental permits;

Monitor the state of the environment and prepare the National Programme on
Environmental Monitoring;

Prepare and publish the annual State of Environment Reports;

Carry out measurement services on emissions to the environment on the request of the
Ministry;

Create and administer the Environmental Information System;

Create and administer the Pollutants Release and Transfer Register;

Provide environmental information to the public;

Provide information to the public related to the environmental decision-making process;
Ensure the implementation of environmental liability principle;

Manage the forest data system;

Such other functions as may be provided by other specific legislation.

Many of the functions as listed above in the Law are new functions (e.g. permitting, public information,
liability principle, etc.).

Environmental Assessment (EIA and environmental permitting) and the managing of the environmental
liability principles are not only new but also demanding tasks and moreover is so investment demanding
the electronic information system.

The functions related to forests are however more limited than before. The proposal therefore reduces the
two existing Directorates on forests into one new Directorate for Forests with executive functions proposed
of relevance for the Agency.

7 Chapter 10 article 60
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2 PROPOSAL FOR A NEW STRUCTURE

2.1

ASSUMPTIONS

The institutional reform process and the related new tasks and tasks no longer needed according to the
new legislation pave the way for an overall re-organisation of the National Environmental Agency and its
regional branches — the Regional Environment Agencies.

The following assumptions have been made for the proposed re-organisation:

The REAs will have direct reference to the NEA and be part of a new Agency re-organisation
The overall budget of NEA will not be radically increased
Financial implications are proposed as part of a draft Budget for 2013
The total number of staff in NEA will be slightly increased
The total number of staff in REAs will be reduced as most of the Inspectors will be transferred to
the Environmental Inspectorate
Job descriptions will be reviewed and prepared for all new positions and most of the remaining
positions
Job description for the REA staff will be prepared when the number of staff have been clarified
The laboratory as of today is analysing samples as part of the National Monitoring Programme only,
with no private business or income
MoEFWA is responsible for executive functions and administration of:
o SEA
Seveso Directive (draft Law - to be decided)
GHG
National Resources (incl. Water, Fisheries and most of Forests)
National parks
Biodiversity
o Other functions not specified in the functions of NEA
NEA is taking over from MoEFWA the following responsibilities:
o Specific budget related activities until now paid out of the Ministry budget
o Contracting of outsourced National Monitoring activities and the related budget
o Environmental Permitting, processing of EIAs and Environmental Liability

O O O O O

2.2 OVERALL STRUCTURE OF NEA

A manager can manage approximately 8-12 expert staff. With a total of 65 staff (including assistants) as per
today, this will lead to 5-6 Directorates reporting directly to the Director.

The functions of the NEA are proposed grouped into 5 Directorates on:

1.

vk wnN

f Grontmij
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Information & Data Management

Environmental Assessment

State of Environment Reporting & Environmental Quality
Service Functions
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The main tasks of a re-organised NEA (according to the list of tasks in the new Law) are suggested to be
distributed as:

Directorate on Forests:
e National forests Inventory
e Forest Management Plans (MP)
e Forest Monitoring in accordance with national and international obligations and reporting

Directorate on Information & Data Management:
e Provide environmental information to the public
e Provide information to the public related to environmental decision-making process
e (Create and administer the Environmental Information System (EIS)
e Create and administer the Pollutants Release and Transfer Register (PRTR)
e Manage the forest data system

Directorate on Environmental Assessment:
e Follow the Environmental Impact Assessment process and review the related reports
e Prepare Environmental Permits
e Implement in practise the environmental liability principle

Directorate on State of the Environment & Environmental Quality:
e Prepare and publish the State of Environment Reports
e Monitor the state of the environment and prepare the National Programme on Environmental
Monitoring
e Carry out relevant scientific or any other research

Directorate on Support Services:
e Financial affairs
e Administrative affairs (incl. stock keeping) & HR
e Legal Affairs

The overall structure could then be illustrated as in the charts below:

@ Grontmij
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Structure of Re-organised NEA

Director
General

Dir. Dir. Info Dir. Env Dir. SoE & Dir.
Forestry & Data Assessment Env Quality Support S

Function Function Function Function Function
Invent & MP Information EIA SoE & Adm & HR

. : : Monit. Prog. .
Function Function Function Function

Monitoring EIS & GIS Env Permits Function Finance

Laboratory
Function Function Function

PRTR Liability Function Legal
Reseach, Inn
&Tech Dev.

If structured as illustrated above the NEA central organisation would be robust and prepared for further
developments as the need for better services will arise and the corresponding budget will follow.

A draft DCM has been prepared to be proposed for approval to the Council of Ministers. The head of the
Agency is proposed entitled Director General as may be seen above.

2.2 DIRECTORATE DESCRIPTIONS
Directorate on Forests

Responsibilities:
e Prepare and supervise the National Forests Inventory

e Design and Certify the Forest Management Planning
e Forests Monitoring in relation to national and international obligations;

Directorate on Information & Data:

Responsibilities:
e Provide information to the public
o Prepare and maintain a Home Page with public access
o Ensure delivery of information on the request of the public
o Undertake awareness raising
e Develop and maintain an Environmental Information System (EIS) including GIS and Forest Data
e Develop and maintain an Pollutants Release and Transfer Register (PRTR)
e Develop and maintain an organisational intranet system and networking with relevant other
institutions
e Reporting to the European Environment Agency

planning connecting
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Directorate on Environmental Assessment

Responsibilities:
e Review EIA Reports (all types)
e Prepare Environmental Permits (Class A, B & C)
e Prepare BEPs and BATs
e Implement in practise the environmental liability principle

Directorate on State of the Environment & Environmental Quality

Responsibilities:
e Prepare and publish the annual State of Environment Report
e  Monitor the state of the environment
e Prepare National Programme on Environmental Monitoring
e Maintain and develop the laboratory for analysis of environmental samples, including accreditation
requirements.
e Carry out relevant required research, innovation and technology development

@ Grontmij
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Directorate on Support Services

Responsibilities:
e Manage Financial support functions
o Prepare and Manage the annual budget
o Ensure monitoring of the budget spending
o Ensure annual audits are carried out and reported
o Provide for travel logistics, etc.
e Manage Administrative support functions
o Stock keeping of equipment and furniture
o Ensure maintenance of premises and the related functioning
o HR administration and development
e Manage Legal support functions
o Provide Legal advice to other Directorates of the NEA
o Implement in practise the environmental liability responsibilities
e Quality Management function
o Maintaining the laboratory accreditation system
o Development of QA systems elsewhere in the NEA

Sections will be formally established, and head of sections will be decided and assigned afterwards.

It should be noted that especially the development of the laboratory function could change radically if the
NEA would undertake private business. In such case the laboratory could be developed into a separate cost
centre. This will be highlighted in the NEA Development Plan.

However, until then the laboratory will remain a function delivering data to two main subjects — State of
Environment Reporting and monitoring the state of the environment (Environmental Quality) — the
laboratory will be part of a Directorate.

2.3 REGIONAL ENVIRONMENTAL AGENCIES
A comprehensive analysis report on the actual situation of the REAs has been prepared by SELEA.

With the new reforms the existing REAs functions will be divided into two parts: the regional branches of
SEl, in view of the new law on inspection and the regional branches of the new re-organised NEA.

According to the new EPL the new REAs will have a main responsibility for the Class C environmental
permits and moreover support function to the following overall functions of the Agency:
e Monitoring
o sampling - air, water and biological
o management of monitoring stations
e Environmental Permitting in general (providing local data and information)
e Environmental Impact Assessment (providing local data and information)
e Environmental Liability (providing local data and information)
e Support functions (budget, spending of money, maintenance of offices, etc.)

@ Grontmij
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2.4 QUANTITATIVE ANALYSIS OF STAFFING NEEDS

A Quantitative analysis of staffing needs is prepared as Annex A to this report. The analysis of the REA
staffing is general.
The quantitative analysis leads to the following main figures:

NEA REAs Total
Existing staff 46 a4 90
Future needed staff 65 52 117
Gap 19 8 27

2.5JOB DESCRIPTIONS AND CONSEQUENCES FOR STAFFING

The following annexes have been prepared to document the consequences for staffing:
e Annex C1 and C2 - List of existing staff of the NEA and REAs
e Annex D - Consequences for the staffing
e Annex E - Job descriptions

The following Job Descriptions have been prepared:
e General Director and Directors of the Agency
e Most of the positions for other functions
e All positions of the laboratory

The status of the expert employees is considered to be that of civil servants, while the support staff will be
employed following the Labour Code.

2.6 FINANCIAL CONSEQUENCES

An overview of the budgetary implications for the functioning of a re-organised Agency (NEA) is included as
Annex B.

The financial consequences for the REAs need separate clarification since they involve the financial changes
of the inspection system, as well.

@ Grontmij
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ANNEX A: QUANTITATIVE ANALYSIS OF STAFFING NEEDS

National Environmental Agency

Assumptions
The following general assumption is made:
The number of staffing is foreseen to be only slightly increased. The quantitative analysis is
therefore primarily an analysis of the minimum requirements for staffing and the related profiles
needed for a functioning NEA according to the new Environmental Protection Law.
The following detailed assumptions have been made for the quantitative analysis:
» NEA is taking over from MoEFWA responsibilities of:
o Budgets related to new functions
o Contracting of outsourced National Monitoring activities
o Environmental Permitting, reviewing of EIA reports and Environmental Liability
» MOoEFWA will continue being responsible for executive functions and administration of:
o SEA
o Seveso Directive (draft Law - to be decided)
o GHG
o National Resources (incl. Water, Fishery and Forestry)
O
O

National parks
Biodiversity
o Other functions not specified in the functions of NEA
» The number of EIAs and class A & B installations to be processed have been estimated to a total 100-
125 annually
> Issuance of class C Permits by the REAs is considered as brief permits with reference to a Best Practice
Notes (BPN)
> Work load of permit experts is estimated as a total work load for processing the permit applications,
BPNs and BATs (alternatively understanding BREFs)
> The laboratory as of today is analysing samples as part of the National Monitoring Programme only, but
no services are provided to private business.

Challenges

The staffing of the Agency has to be optimised and meet the new challenges and new tasks. There will be

some key challenges for a re-organised NEA:

e Further development of the system of national monitoring activities as a basis to assess the
environmental quality for the State of the Environment reporting

e The Agency to take more responsibility for monitoring activities related to air, water and biological
monitoring

e Ensuring a workable laboratory keeping its accreditations

e Introducing the reviewing of ElAs

e Introducing the reviewing of environmental permits applications (Class A &B ) and prepare
environmental permits

e Introducing and applying the Environmental Liability principles

@ Grontmij
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e Developing and maintaining a good electronic information system (e.g. EIS, GIS, PRTR, Intranet, etc.) to
process data for the Ministry and for the European Environmental Agency

The monitoring activities, taking of samples and the following analysis have been difficult to conduct
regularly and so it has been to keep the accreditation. Many of the monitoring activities have been
outsourced until now — this is proposed to be changed over some years. A monitoring strategy needs to be
prepared.

Integrated environmental assessments (processing of EIA and Environmental Permits) are totally new tasks
of the Agency and, in the European experience, the most resource demanding. A number of specialists or
experts will be needed with an environmental background and expertise (air, water, waste water, waste,
noise, etc.).

The laboratory today has a local office in Pogradec. This office is expected to be closed and the staff
absorbed in the laboratory functions in Tirana.

As of today, 16 out of the 46 existing staff of the Agency have a background in Forestry or Agriculture.
There will be limited need for staff with such background after the re-organisation. Job descriptions for the
ideal skills and knowledge needed for the positions of the re-organised Agency are prepared as Annex E to
this report.

Staffing needs

In the following are described the minimum needs according to functions of the Agency.
Forestry will be changed radically and the following 15 positions would be needed:

e 15 Forestry Planning and Monitoring experts

The experts should have different but complimentary knowledge to meet the international and national
challenges to regularly (every 12 years) prepare a national inventory of the forestry sector. The forests
needs to be managed according to specific requirements (management plans) to be monitored by the
Agency.

For information & data management functions the following 6 positions (excluding the Director of the
Directorate) would be needed:

e IT Experts

e Communication Expert

e EIS/GIS/PRTR Experts

The general IT experts could be part of a support function, but it seems more efficient to have the expertise
related to information. An electronic information system (Environmental Information System — EIS — a data
base on all environmental data including information on permits, ElAs, etc.) needs a considerable expertise
developing and maintaining the system. A home page is also foreseen developed and maintained for the
public as required by law. The IT experts would also be developing and maintaining a Local Area Network
(LAN system) for internal filing and information. One communication expert would be needed to meet the
legal requirements on public information.

For the Environmental Assessment functions (environmental impact assessment and environmental

permitting) a total of 10 positions (excluding the Director of the Directorate) would be needed:

e 8 Permitting Experts and EIA Experts (with different background as air, water, waste water, waste,
noise, etc.)

e Environmental Management Experts (Environmental Liability)

@ Grontmij
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For the environmental assessment functions (EIA and Permits) benchmarking figures from EU member
states has been utilised. For Integrated Environmental Permitting and EIA there needs to be one expert for
each 25 cases on an annual basis.

The number of Class A, B and C installations are amounting to approximately 800 as a total (100 Class A,
300 Class B and the rest Class C). The Class C permits are not so demanding so in average a total of 500 are
foreseen. Permits are normally reviewed every 5 years so a minimum of 100 permits are to be processed
every year. This would lead to a figure of minimum of 4 experts. Since the relevant experience is limited the
following figures are proposed:

e 100-125 Integrated Environmental Permits on an annual basis leads to 4-5 Permitting Experts

e 125-150 ElAs on an annual basis leads to 5-6 EIA Experts

It has been informed that the number of EIAs being processed these years by the MoEFWA is between 125
-150 annually.

For the State of Environment and National Environmental Monitoring functions a total of 19 positions are
needed as follows:

e 1 State of Environment Report expert

e 2 Monitoring programming experts

e 11 laboratory staff

e 5 experts for research, innovation and technology transfer

The State of Environment Report is prepared based on the data from the national monitoring program. One
expert as a minimum would be needed to prepare and write the annual report, based on the thematic
reports prepared by other experts. Two experts are foreseen to plan, program and follow-up on the
national monitoring activities. These experts are however foreseen as a team to optimise their combined
expertise.

For a functioning laboratory the following 11 positions (excluding the Director of the Directorate) would be

needed:

e 1 Laboratory Attendant

e 1 Basic water parameters officer

e 1 Metals officer

e 1 Organics officer

e 1 Air/Noise officer

e 1 Sampling officer

e 4 Laboratory Assistants

e (1 Quality Manager (accreditation) - independent of the laboratory organisation — to be included in the
Directorate Support Functions)

The staff required for the laboratory has been assessed by the SELEA international laboratory expert.

The function for research, innovation and technology transfer has until now had a focus on forestry only.
For the future, the permanent staff will be supplemented with project based experts on required research,
innovation and technology development. The Minister will be able to require such project/work.

For support functions the following 8 positions (excluding the Director of the Directorate) would be
needed:

e 2 Financial Experts

e 3 Administrative managers (files, stock keeping, building maintenance, etc.)

e 1 HR and HRD Expert (required)

e 2 Legal Experts (1 with environmental liability expertise)

@ Grontmij
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e 1 QA for Laboratory

The Quality Assurance function is needed to keep the accreditation of the laboratory. The function must be
part of another Directorate to keep its independency as required.

The expertise as regards environmental liability is assessed to have the main skills and expertise within legal
aspects. Since legal expertise should be a support function for the entire Agency this function is proposed
to be part of the support functions.

The HR function is required according to law.

The number of financial and administrative experts is a rough estimate.

The Quantitative Analysis therefore leads to the following overview:

Directorate Position Number

General Director Director 1

Secretary 1
Forestry Director 1

Experts 15
IT & Information Director 1

Experts 6
Environmental Assessment Director 1

Experts 10+1
SoER and National Monitoring Program | Director 1
SoER Experts 1
Monitoring programming Experts 2
Laboratory Experts & Ass. 11
Research, innovation and Tech Dev. Experts 5
Support functions Director 1

Experts 8
Total 65

The general legal requirement that a Support functions never exceeds 33% is met.
In relation to the existing number of staff (46) this leads to an increase of 19 staff in the Agency.

@ Grontmij
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Regional Environmental Agencies (REASs)

Existing situation

The 12 Regional Environmental Agencies as of today consist of 173 staff (including 12 Directors). Please see
Annex C.2. The existing staff is divided into two sectors — EIA, reporting, monitoring, etc. sector and the
inspection sector. Most of the inspectors are assumed to become part of the new inspection system.

Out of 44 staff of the REAs today, 30 have a forestry background and 14 an environmental background.

Future
In the future REAs are expected to have a radical change of functions with a focus on:
e Monitoring
o sampling - air, water and biological
o management of monitoring stations
e Environmental Permitting in general (providing local data and information)
e Environmental Impact Assessment (providing local data and information)
e Environmental Liability (providing local data and information)
e Support functions (budget, spending of money, maintenance of offices, etc.)

To meet these challenges each REA will need the following staff:
e 3 Environmental Experts (EIA, permitting, liability and monitoring)
e 1 Administrative support

The challenges in Tirana might be slightly different with the double number of staff needed. In total the
needs for staff in the REAs amounts to:

11 REAs11*4 =44
Tirana =08
Total =52
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ANNEX B: FINANCIAL IMPLICATIONS FOR THE BUDGET

NEA - New budget additional proposal for 2013 and compared to Budget 2012
The financial implications as a result of the re-organisational changes are listed below for 2013. Figures
under 2013 indicate only the additional funds needed as a result of the re-organisation.

2013 vs.2012 2012
Item + LEK + EUR EUR
Pay & Social Security 256,786
Security guards 30,529
Operational Costs 33,757
Laboratory
Software 140,000 1,000
Transport
Building (electricity, etc.) (From (From
Training of staff MOoEFWA) MoEFWA)
Etc. 280,000 2,000
Investments 0
Laboratory
Hardware (PCs, printer, etc.) 1,400,000 10,000
Etc.
Outsourcing
Monitoring 1,080,000 72,000°
Etc.
Rental lease (From (From
MoEFWA) MoEFWA)’
Others 0 0
Total +2,900,000 +85,000 321,071

It should be noted that improving functionality of the existing laboratory and the transfer of the Agency to
another location will imply considerable costs.

Historic Budget (LEK)

Item / Year 2007 2008 2009 2010 2011 2012
Pay & Social Security 278,862 282,114 271,970 275,262 269,285 256,786
Security guards 11,754 16,165 20,398 23,700 25,611 30,529
Operational 81,742 81,396 78,087 74,126 58,317 33,757
Laboratory investment 17,236 0 1136 0 0 0
Total 389,594 379,675 371,591 373,188 353,214 321,071

8 . .
Verbal information
9 . . .
No information available
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ANNEX C.1: ENVIRONMENT AND FORESTS AGENCY

No STRUCTURE NAME POSITION BIRTHDAY EDUCATION STARTING DEGREE
SURNAME DATE AT AEF
DIRECTOR OF AEF Tonin Hysi Director
I Directorate of
Environment
1. Director Shpresa Director 11.12.1965 | Univ. of Tirana. Law. 19.04.2010 -
Bakri
A. | Environmental data
and reporting sector
1. Head of Sector File Preka Sector 01.01.1959 | Higher pedagogical | 03.03.2008 Master
responsible institute
2. | Specialist Anjeza Specialist 20.03.1980. | Tirana Agriculture | 17.05.2010 -
Kovaci University, Veterinary
3. Specialist Zhaneta Specialist 18.06.1957 | General high school 01.02.2007 -
Maci
B. Sector for processing
and publishing of the
monitoring data
1. Head of Sector Enkeleda Sector 09.09.1982 | Polytechnic University | 17.05.2010 -
Shkurta responsible of Tirana.
Environmental Eng.
2. | Specialist Aspri Kapo | specialist 03.07.1985 | History and philology | 15.01.2011 -
faculty
3. | Specialist Erinda specialist 08.04.1979 | Law faculty 01.02.2007 Master
Misho
Il. | Directorate of
Laboratory  Analysis
and References
1. Director Baki Director 18.06.1953 | Higher agriculture | 01.02.2007 Doctor
Dervishi institute (Agronomy)
A Air and water quality
analysis sector
1 Head of Sector Figali Hila Sector 26.12.1953 | Faculty of Natural | 01.02.2007 -
responsible Sciences (Chemistry)
2. | Specialist Liliana specialist 29.09.1970 | Faculty of Natural | 01.02.2007 -
Hoxha Sciences (Chemistry)
3. Specialist Gjystina specialist 15.10.1964 | Faculty of Natural | 01.02.2007 -
Fusha Sciences (Chemistry)
B. Heavy metals and
waste analysis sector
4, Head of Sector Arta Kodra Sector 24.09.1977 | Faculty of Natural | 01.02.2007 Master
responsible Sciences (Chemistry)
2. Specialist Vanela specialist 06.07.1981 | Faculty of Natural | 01.02.2007 Master
Gjeci Sciences (Chemistry)
3. | Specialist Pashko specialist 19.04.1947 | Faculty of Natural | 01.02.2007 -
Gega Sciences (Chemistry)
4. | Specialist Loreta specialist 01.12.1980 | Agriculture University | 18.01.2010 -
Sulovari Agriculture Eng.
C Regional laboratory of
Pogradec
1. Head of Sector Dashnor Sector 08.02.1971 | Elbasan University | 01.02.2007 -
Kurti responsible (Biochemistry)
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2. Specialist Nada Argjiri | specialist 23.06.1969 | Faculty of Natural | 01.02.2007 -
Sciences (Industrial
chemistry)
3. Specialist Evelina specialist 11.06.1963 | Business Management | 10.04.2007 -
Berberi Faculty
4. Specialist Orieta specialist 05.11.1968 | Construction faculty 26.01.2010 -
Mato
1} Directorate of Forestry
1. Director Hajri Hasko | Director 02.12.1955 | Higher agriculture | 01.10.2011 Pr.ass.Doc
institute. Forests Eng. laid off
A. | Silviculture sector
1. Specialist Kliti Starja specialist 17.04.1974 | Tirana Agriculture | 01.02.2007 Doctor
University, Faculty of
Forests Sciences
2. Specialist Drita specialist 13.08.1967 | Agriculture University | 18.02.2010 Master
Grishaj (Veterinary)
3. | Specialist Hektor specialist 09.12.1977 | Tirana Agriculture | 15.09.2008 -
Xhomara University, Faculty of
Forests Sciences
B. | Sector of Pastures and
medicinal plants
1 Head of Sector Kostandin Sector 03.06.1950 | Higher agriculture | 01.02.2010 Prof.ass.
Dano responsible institute Faculty of Doc
Forests
2 Specialist Urani Cipa | specialist 03.02.1963 | Higher pedagogic | 05.05.2010
institute  Gjirokaster,
Biochemistry
3. Specialist Oriana specialist 15.03.1976 | History and philology | 06.02.2009 Master
Hanxhari faculty (Geography)
C. GIS sector
1 Specialist Sokol specialist 18.01.1975. | Tirana Agriculture | 01.02.2010 -
Bezhani University. Faculty of
Forests
2. Specialist Romina specialist 19.06.1983 | Economy Faculty. | 05.07.2010 -
Koto Management
3. | Specialist Shkelzen specialist 01.07.1979 | Higher agriculture | 04.08.2008
Shehu institute Horticulture
IV. | Directorate for
Technology Transfer
1 Director Ylli Hoxha Director 22.03.1974 | Tirana Agriculture | 01.02.2007 Master
University. Faculty of
Forests
A. Development Sector
1 Head of Sector Elmaz Sector 05.03.1974 | Tirana Agriculture | 01.02.2007 Master
Islami responsible University. Faculty of
Forests.
2 Specialist Albana specialist 22.12.1969 | Tirana Agriculture | 01.02.2007 -
Malaj University. Faculty of
Forests.
3. Specialist Ylli Kortoci specialist 14.08.1977 | Tirana Agriculture | 01.07.2010 Doctor
University. Faculty of
Forests
B. | Sector for forestry
products and
technology transfer
1 Head of Sector Gjergji Sector 24.04.1952 | Tirana Agriculture | 01.02.2007 -
Treska responsible University. Faculty of
Forests.
2. Specialist Elgin Leci specialist 24.08.1977 | Tirana Agriculture | 01.07.2010 -
University. Faculty of
f Grontmij
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Forests
3. Specialist Behar Hate | specialist 03.11.1958 | Tirana Agriculture | 01.02.2007 Doctor
University, Faculty of
Forests
V. | Directorate for
Services
1 Director Roland Director 09.05.1962 | History and philology | 08.03.2010 -
Bejko faculty. Gjirokaster
. Finance sector
1 Head of Sector llirjan Lole Sector 27.08.1966 | Economic faculty 12.07.2010 -
responsible
2. Specialist Lumturi specialist 13.10.1955 | Economic faculty 01.02.2007 -
Balliu
3 Specialist Edlira Tola specialist 30.03.1967 | History and philology | 01.02.2007 -
faculty Gjirokaster
B. Services sector
1 Head of Sector Artur Isaku | Sector 28.07.1958 | Economic faculty, | 21.06.2010 -
responsible Business management.
2 Specialist Ferzilete specialist 01.03.1958 | Economic faculty | 01.02.2007 -
Haxhiaj (Accounting)
3. | Storekeeper Vathina Storekeeper 20.08.1959 | Pedagogic high school | 26.02.2010 -
Nela Tirana
4, Driver Beqar driver 31.01.1950 | Mechanics high school | 01.02.2007 -
Goxhaj
5 Cleaner Fatmaja cleaner 12.08.1965 | Technologic high | 26.02.2010
Shera school
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ANNEX C.2: REGIONAL ENVIRONMENT AGENCY ASSESSMENT SUMMARY

Cumulative Results for Specific Key Performance Indicators (From REI/REA Assessment Report)

Staff Allocation
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Tirana 37 31 5 10 12,400.00 26,070.00 96,691.00 21 78,624.00 0 1 2 0 2 1 630
Durres 14 8 5 1 5,700.00 11,857.00 37,650.00 39 142,853.00 1 0 3 0 3 2 220
Elbasan 14 10 3 0 3,500.00 4,284.00 37,650.00 7 36,100.00 0 0 2 0 2 2 670
Fier 18 12 5 1 6,400.00 6,420.00 47,918.00 6 25,000 1 0 2+1 0 2 3 500
Shkoder 15 10 4 0 4,600.00 7,546.00 40,217.00 10 35,717.00 0 0 3+1 0 2 1 400
Lezhe 13 4 0 3,500.00 3,570.00 43,000.00 13 43,000.00 0 0 3 0 2 2 350
Gjirokaster 8 4 3 1 2,130.00 2,140.00 22,248.00 4 17,845.00 0 0 2 0 2 1 267
Kukes 7 4 2 0 1,800.00 4,330.00 19,681.00 3 10,000.00 0 0 2 0 2 2 223
Korce 15 10 4 0 3,500.00 3,600.00 40,217.00 30 178,577.00 3 0 1+1 0 2 1 350
Berat 9 6 2 1 2,500.00 2,497.00 24,815.00 10 39,237.00 2 0 1 0 2 1 400
Vlore 16 10 5 0 7,220.00 42,784.00 57 203,571.43 6 0 1+1+1 0 3 3 300
Peshkopi 7 4 2 0 1,500.00 4,500.00 22,080.00 7 25,000.00 0 0 1+1 0 2 1 366
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ANNEX D: REPORT ON CONSEQUENCES FOR STAFFING

As required by Law there needs to be a report on the consequences for the staffing in NEA and the REAs as
a result of the re-organisation structure.

Existing staffing
The List of existing NEA staff is given in Annex C1 while REAs staff in Annex C2.

Number of staffing
The number of staffing is reported separately in Annex A — Quantitative Analysis of staffing needs

Specific consequences

The specific consequences for the individual employee will entail a possible change of job position, place of
station, additional training and a general request for a civil employment status (except for the
administrative staff).

A consequence might also be a general re-shuffling of few individuals from the NEA to the REAs or the
other way round. The laboratory in Pogradec is expected to be closed while the staff will have to be
stationed in Tirana.

It is expected that new staff will be employed and all existing staff can be accommodated in the new
structure — some with relevant additional training. It cannot, however, be excluded that few staff contracts
might need to be terminated.

New Job profiles

Job descriptions have been prepared for:

e Directors of Directorates

e New job positions according to new tasks as described by Law
e laboratory functions

Individual Negotiations

The General Director of the Agency is expected to have individual negotiations with each one or most of
the staff. The negotiations are expected to result in an optimal internal re-organisation of the individual
jobs according to the overall needs for a functioning Agency.
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ANNEX E: JOBS DESCRIPTION

General Director

Job title:

General Director | Directorate: n.a.

Accountable to:

Minister of Environment, Council of Ministers

Scope of work:

Striving to maintain or improve the quality of the environment in Albania.
Implementing Government policy and presenting key challenges to Government.
Striving for realization of the Vision and Mission of the NEA and the Strategic Planning of the
Ministry of Environment, Forestry and Water Affairs (MoEFWA).
Taking the lead in strengthening the capacity of the NEA to ensure a continuous development of
the organization to be modern and efficient.
Be the best example of good leadership and management for the rest of the organization to
follow. Key items for scope of work ensuring:

e Good services provided to the public and the private sector

e  Profiling the NEA

e High credibility of the institution and the staffing

Duties/
Responsibilities:
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General:

e Provide leadership and management for the organisation

e Supervision and Agency Directors

e Ensure Administrative, Technical and Financial effectiveness

e Facilitate and supervise Strategic Long Term planning

e Liaise with relevant Ministries and other key stakeholders including the international
community and in particular neighbouring countries and European Environmental Agency

Specific:

In charge of taking decisions and measures that would lead to achieve the general goals of NEA
through the following:

A. Supervising the Directors and staff in the directorates and directing their efforts toward
achieving the goals and to motivate the staff towards creativeness and compliance with
administrative and financial regulations

B. Drawing up overall Agency work plans striving for increasing the work capability and
controlling the expenditure of the budget that would lead to achieve economic and administrative
efficiency

C. To pursue an efficient development of the administrative system in NEA and to take the
actions needed

D. To directly supervise the development of the services provided by the directorates to the
public including the simplification of procedures and to developing application samples and
guidance

E. To raise public awareness of environmental issues

F. To seek opportunities consistent with Government policy of increasing the budget available
to NEA

Specific duties:
e Chair the Directorate Meetings
e Facilitate the corporate actions with the Ministry
e Facilitate outsourcing of key assistance needed
e Mobilize and guide other environmental stakeholders
e Internalize project assistance within the organisation
e Initiate organisational incentives
e Support the organisational and HR performance management system
e Support policy development
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e Support the introduction of e-government
e Increase public awareness of environmental issues
e And such any other tasks that might be assigned by the superior

Qualifications:

Excellent leadership and coaching capacity is important for the position.
In addition the social and communication competencies are important for the liaison with the
many internal stakeholders.

Experience,

A minimum of a post-graduate degree in any of the Physical and Biological Sciences, Engineering,
Social Sciences, Planning, Development, Economics, Management, Law or related fields.

A minimum of 5 (five) years’ post-qualification relevant work experience in a scientific, academic
or business environment, three (3) years of which should be in a senior managerial position at a
regulatory institution.

;r(litlal\zledge & Strong leadership and managerial skills.
Ability to meet challenges of a growing and dynamic regulatory organization.
Excellent communication and good human relations skills.
Excellent Planning, technical and conceptual skills.
Extensive experience in environment, management/research.
f Grontmij
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SoE and Environmental Quality Directory

Heavy MetaX Air and Water
Sector Officer Sector Officer

Heavy Meta_lo

Officer. Atten

Dir. SoE &o

Env Quality

Function
Reseach, Inn
&Tech Dev.

Function
SoE &
Monit. Prog

Function
Laboratory

Laboratory
Attendance
Specialist

Specialist

Descriptions of some of the foreseen positions are provided here below:

Job title: Director | Directorate: | State of the Environment Reporting & Environmental Quality
Job status: Contracted
Superior: General Director

Scope of work:

Management of the Directorate incl.:
e State of Environment Reporting
e  Monitoring programming
e laboratory

Duties/
Responsibilities:
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e Toimplement the General Director’s instructions and report to the General Director the needs
of the team.

e To lead the team and foster a good team spirit.

e To plan and supervise the team’s work programme and to assign duties.

e To supervise the annual preparation of the State of Environment Reporting.

e To supervise the monitoring programming and ensure any outsourced contracts have due
regard to quality and economy.

e To maintain the laboratory quality system and extend it as necessary, implementing the
requirements of the Quality Manager.

e To ensure that all results transmitted from the laboratory have been obtained using
appropriate quality standards and have been approved by senior laboratory management.

e To develop and extend the team’s science programme.

e To ensure quarterly budgetary report.

e To ensure human and other resources are used efficiently.

e To prepare and deliver reports as necessary.

e To ensure good communications within the team.

e To ensure safe working practices, keep records of any accidents, and introduce any necessary
preventive action.

e To present the work of the team at meetings and seminars as appropriate.

e To ensure that all team members have an appropriate level of competence for the assigned
jobs.

e To facilitate the improvement of the knowledge and job performance of team members.

e To ensure that all team members are able to work flexibly according to the demands of the
job, and that no team member is irreplaceable in terms of their knowledge or skills.
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e To maintain the safety and integrity of all records and to ensure that electronic files are backed
up regularly and the copies kept safe.
e To carry out any other tasks that might reasonably be assigned by the Genearl Director.

Qualifications:

First degree in chemistry or closely related subject such as biochemistry.

Experience,

A good knowledge of chemistry and of staff leadership and management. Experience of carrying
out and developing methods for chemical analysis. Proficient in English. Familiar with the use of

K |

Slr:icl)l‘: edge & computers, word processors, spreadsheets and internet browsers. An understanding of quality
) systems and ISO 17025. Conversant with budget management.

Job title: Laboratory Manager Directorate: | SoE & EQ

Job status: Contracted

Superior: Director, SoE & EQ

Scope of work:

Leading and managing the Agency laboratory analysis and sampling team.

Duties/
Responsibilities:

e To implement the instructions of senior management and to represent to them the needs of
the team.

e To lead the team and foster a good team spirit.

e To maintain the quality system and extend it as necessary, implement the requirements of the
Quality Manager, and appoint a Technical Manager.

e To develop and extend the team’s science programme.

e To ensure budgetary responsibility.

e To ensure time and other resources are used efficiently.

e To prepare and deliver reports as necessary.

e To ensure good communications within the team.

e To ensure safe working practices, keep records of any accidents, and introduce any necessary
preventive action.

e To present the work of the team at meetings and seminars as appropriate.

e To plan and supervise the team’s work programme and to assign duties.

e To ensure that all team members have an appropriate level of competence for the assigned
jobs.

e Toimprove the knowledge and job performance of team members.

e To ensure that all team members are able to work flexibly according to the demands of the
job, and that no team member is irreplaceable in terms of their knowledge or skills.

e To ensure that only validated methods are used for all sampling and measurements.

e To ensure a programme of continuous quality improvement within the team, including the
careful consideration of proficiency testing results.

e To maintain the safety and integrity of all records and to ensure that electronic files are
backed up regularly and the copies kept safe from accidents.

e To authorise the transmission from the laboratory of all results and when absent from the lab
to appoint a suitable deputy for this purpose.

e And to carry out any other tasks that might be assigned by senior management.

Qualifications:

First degree in chemistry or closely related subject such as biochemistry.

Experience,

A good knowledge of chemistry and of staff leadership and management. Experience of carrying
out and developing methods for chemical analysis. Proficient in English. Familiar with the use of

Knowledge & . . .
Skill‘.: 8 computers, word processors, spreadsheets and internet browsers. An understanding of quality
’ systems and ISO 17025. Conversant with budget management.
Job title: Laboratory Organics Officer Directorate: | SoE & EQ
Job status: Contracted
Superior: Laboratory Manager
Scope of work: | To carry out laboratory duties, specializing in analysis of organic compounds
Duties/ e To implement the instructions of the Laboratory Manager and to represent the needs of
f Grontmij
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Responsibilities:

organic compound analysis.

e To foster good communications and a good spirit within the team.

e Toimplement the quality system and extend it as necessary, according to the requirements of
the Quality Manager and Laboratory Manager.

e To develop and extend the laboratory organic compound analysis programme in consultation
with the Laboratory Manager.

e To have a basic familiarity with all other areas within the laboratory and to work flexibly
according to the demands of the overall laboratory programme.

e To ensure budgetary responsibility.

e To ensure time and other resources are used efficiently.

e To prepare and deliver reports as necessary.

e To follow safe working practices, record any accidents, and introduce any necessary preventive
action.

e To present the laboratory organic compound analysis work at meetings and seminars as
appropriate.

e To prepare the laboratory organic compound analysis work programme, and to assign duties, in
consultation with the Laboratory Manager.

e To ensure that everybody working on organic compound analysis has an appropriate level of
competence for the job.

e Toimprove the knowledge and job performance of team members in relation to organic
compound analysis.

e To ensure that only validated methods are used for all sampling and measurements.

e To facilitate continuous quality improvement within the team, including the careful
consideration of proficiency testing results.

e To maintain the safety and integrity of all records and to ensure that electronic files are backed
up regularly and the copies kept safe from accidents.

e To approve all results produced by junior staff before passing them to the Laboratory Manager.

e And to carry out any other tasks that might reasonably be assigned by senior management.

Qualifications:

First degree in chemistry or closely related subject such as biochemistry.

Experience,

A good knowledge of chemistry. Experience of carrying out and developing methods for chemical

Knowledge & analysis. Proficient in English. Familiar with the use of computers, word processors, spreadsheets
Skills: and internet browsers. An understanding of quality systems and ISO 17025.

Job title: Laboratory Metals Officer Directorate: | SoE & EQ

Job status: Contracted

Superior: Laboratory Manager

Scope of work:

To carry out laboratory duties, specializing in metals analysis

Duties/
Responsibilities:
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e Toimplement the instructions of the Laboratory Manager and to represent the needs of metals
analysis.

e To foster good communications and a good spirit within the team.

e Toimplement the quality system and extend it as necessary, according to the requirements of
the Quality Manager and Laboratory Manager.

e To develop and extend the laboratory metals analysis programme in consultation with the
Laboratory Manager.

e To have a basic familiarity with all other areas within the laboratory and to work flexibly
according to the demands of the overall laboratory programme.

e To ensure budgetary responsibility.

e To ensure time and other resources are used efficiently.

e To prepare and deliver reports as necessary.

e To follow safe working practices, record any accidents, and introduce any necessary preventive
action.

e To present the laboratory metals analysis work at meetings and seminars as appropriate.
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e To prepare the laboratory metals analysis work programme, and to assign duties, in
consultation with the Laboratory Manager.

e To ensure that everybody working on metals analysis has an appropriate level of competence
for the job.

e To improve the knowledge and job performance of team members in relation to metals
analysis.

e To ensure that only validated methods are used for all sampling and measurements.

e To facilitate continuous quality improvement within the team, including the careful
consideration of proficiency testing results.

e To maintain the safety and integrity of all records and to ensure that electronic files are backed
up regularly and the copies kept safe from accidents.

e To approve all results produced by junior staff before passing them to the Laboratory Manager.

e And to carry out any other tasks that might reasonably be assigned by senior management.

Qualifications:

First degree in chemistry or closely related subject such as biochemistry.

Experience,

A good knowledge of chemistry. Experience of carrying out and developing methods for chemical

Knowledge & analysis. Proficient in English. Familiar with the use of computers, word processors, spreadsheets
Skills: and internet browsers. An understanding of quality systems and ISO 17025.

Job title: Laboratory Air & Noise Officer Directorate: | SoE & EQ

Job status: Contracted

Superior: Laboratory Manager

Scope of work:

To carry out laboratory duties, specializing in analysis of air pollutants and noise

Duties/
Responsibilities:
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e Toimplement the instructions of the Laboratory Manager and to represent the needs of air
pollutants analysis and noise monitoring.

e To foster good communications and a good spirit within the team.

e Toimplement the quality system and extend it as necessary, according to the requirements of
the Quality Manager and Laboratory Manager.

e To develop and extend the laboratory air pollutants analysis and noise monitoring programme
in consultation with the Laboratory Manager.

e To have a basic familiarity with all other areas within the laboratory and to work flexibly
according to the demands of the overall laboratory programme.

e To ensure budgetary responsibility.

e To ensure time and other resources are used efficiently.

e To prepare and deliver reports as necessary.

e To follow safe working practices, record any accidents, and introduce any necessary
preventive action.

e To present the laboratory air pollutants analysis and noise monitoring work at meetings and
seminars as appropriate.

e To prepare the laboratory air pollutants analysis and noise monitoring work programme, and
to assign duties, in consultation with the Laboratory Manager.

e To ensure that everybody working on air pollutants analysis and noise monitoring has an
appropriate level of competence for the job.

e Toimprove the knowledge and job performance of team members in relation to air pollutants
analysis and noise monitoring.

e To ensure that only validated methods are used for all sampling and measurements.

e To facilitate continuous quality improvement within the team, including the careful
consideration of proficiency testing results.

e To maintain the safety and integrity of all records and to ensure that electronic files are
backed up regularly and the copies kept safe from accidents.

e To approve all results produced by junior staff before passing them to the Laboratory
Manager.
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e And to carry out any other tasks that might reasonably be assigned by senior management.

Qualifications:

First degree in chemistry or closely related subject such as biochemistry.

Experience,

A good knowledge of chemistry. Experience of carrying out and developing methods for chemical

Knowledge & analysis. Proficient in English. Familiar with the use of computers, word processors, spreadsheets
Skills: and internet browsers. An understanding of quality systems and ISO 17025.

Job title: Laboratory Sampling Officer Directorate: | SoE & EQ

Job status: Contracted

Superior: Laboratory Manager

Scope of work:

To carry out laboratory duties, specializing in sampling

Duties/
Responsibilities:

e Toimplement the instructions of the Laboratory Manager and to represent the needs of
sampling.

e To foster good communications and a good spirit within the team.

e Toimplement the quality system and extend it as necessary, according to the requirements of
the Quality Manager and Laboratory Manager.

e To develop and extend the sampling programme in consultation with the Laboratory Manager.

e To have a basic familiarity with all other areas within the laboratory and to work flexibly
according to the demands of the overall laboratory programme.

e To prepare the laboratory sampling programme, and to assign duties, in consultation with the
Laboratory Manager.

e To ensure that everybody taking samples has an appropriate level of competence for the job.

e To improve the knowledge and job performance of team members in relation to sampling.

e To ensure that only validated methods are used for taking all samples.

e To facilitate continuous quality improvement within the team, including the careful
consideration of proficiency testing results.

e To ensure budgetary responsibility.

e To ensure time and other resources are used efficiently.

e To prepare and deliver reports as necessary.

e To follow safe working practices, record any accidents, and introduce any necessary
preventive action.

e To present the laboratory sampling programme at meetings and seminars as appropriate.

e To maintain the safety and integrity of all records and to ensure that electronic files are
backed up regularly and the copies kept safe from accidents.

e To approve all results produced by junior staff before passing them to the Laboratory
Manager.

e And to carry out any other tasks that might reasonably be assigned by senior management.

Qualifications:

First degree in chemistry or closely related subject such as biochemistry.

Experience,

A good knowledge of chemistry. Experience of sampling techniques and of carrying out chemical

Knowledge & analysis. Proficient in English. Familiar with the use of computers, word processors, spreadsheets
Skills: and internet browsers. An understanding of quality systems and ISO 17025.

Job title: Laboratory Organics Officer Directorate: | SoE & EQ

Job status: Contracted

Superior: Laboratory Manager

Scope of work:

To carry out laboratory duties, specializing in analysis of basic water parameters

Duties/
Responsibilities:

f Grontmij

e To implement the instructions of the Laboratory Manager and to represent the needs of basic
water parameter analysis.

e To foster good communications and a good spirit within the team.

o To implement the quality system and extend it as necessary, according to the requirements of
the Quality Manager and Laboratory Manager.

e To develop and extend the laboratory basic water parameter analysis programme in
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consultation with the Laboratory Manager.

e To have a basic familiarity with all other areas within the laboratory and to work flexibly
according to the demands of the overall laboratory programme.

e To ensure budgetary responsibility.

e To ensure time and other resources are used efficiently.

e To prepare and deliver reports as necessary.

e To follow safe working practices, record any accidents, and introduce any necessary preventive
action.

e To present the laboratory basic water parameter analysis work at meetings and seminars as
appropriate.

e To prepare the laboratory basic water parameter analysis work programme, and to assign
duties, in consultation with the Laboratory Manager.

e To ensure that everybody working on basic water parameter analysis has an appropriate level
of competence for the job.

e To improve the knowledge and job performance of team members in relation to organics
analysis.

e To ensure that only validated methods are used for all sampling and measurements.

e To facilitate continuous quality improvement within the team, including the careful
consideration of proficiency testing results.

e To maintain the safety and integrity of all records and to ensure that electronic files are backed
up regularly and the copies kept safe from accidents.

e To approve all results produced by junior staff before passing them to the Laboratory
Manager.

e And to carry out any other tasks that might reasonably be assigned by senior management.

Qualifications:

First degree in chemistry or closely related subject such as biochemistry.

Experience,

A good knowledge of chemistry. Experience of carrying out and developing methods for chemical

Knowledge & analysis. Proficient in English. Familiar with the use of computers, word processors, spreadsheets
Skills: and internet browsers. An understanding of quality systems and ISO 17025.

Job title: Laboratory Air & Noise Assistant Directorate: | SOE & EQ

Job status: Contracted

Superior: Laboratory Air & Noise Officer

Scope of work:

To carry out laboratory duties, including the analysis of air pollutants and noise monitoring.

Duties/
Responsibilities:

e Toimplement the instructions of senior management and represent the needs of the job.

e To foster good communications and spirit within the team.

e Toimplement the quality system and facilitate continuous quality improvement.

e To carry out the analysis of air pollutants, noise monitoring, and other work as required.

e To work flexibly according to the demands of the overall laboratory programme including
sampling requirements.

e To improve personal knowledge and job performance in relation to air pollutant analysis, noise
monitoring, and other laboratory work.

e To ensure time and other resources are used efficiently.

e To prepare and deliver reports as necessary.

e To maintain the safety and integrity of all records and to ensure that electronic files are
backed up regularly and the copies kept safe from accidents.

e To follow safe working practices, record any accidents, and implement any necessary
preventive action.

e And to carry out any other tasks that might reasonably be assigned by senior management.

Qualifications:

First degree in chemistry or closely related subject such as biochemistry.

Experience,
Knowledge &
Skills:

A good knowledge of chemistry. Proficient in English. Familiar with the use of computers, word
processors, spreadsheets and internet browsers. An understanding of quality systems.
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Job title: Laboratory Attendant Directorate: | SoE & EQ
Job status: Contracted
Superior: Laboratory Manager

Scope of work:

To assist in the general functioning of the laboratory, including cleaning and tidying the laboratory
and glassware

Duties/

Responsibilities:

e Toimplement the instructions of senior management and represent the needs of the job.

e To foster good communications and spirit within the team.

e To work flexibly according to the demands of the overall laboratory programme.

e Toclean and tidy the laboratory and glassware and carry out other general duties as required.

e To improve personal knowledge and job performance in relation to the general functioning of
the laboratory.

e To ensure time and other resources are used efficiently.

e To follow safe working practices, record any accidents, and implement any necessary
preventive action.

e And to carry out any other tasks that might reasonably be assigned by senior management.

Qualifications:

High school diploma.

Experience,

A basic knowledge of chemistry at High School level. Some familiarity with the use of computers,

Knowledge & word processors, spreadsheets and internet browsers. A basic understanding of quality systems.
Skills:

Job title: Laboratory Metals Assistant Directorate: | SoE & EQ

Job status: Contracted

Superior: Laboratory Organics Officer

Scope of work: To carry out laboratory duties, including organic compound analysis

Duties/ e Toimplement the instructions of senior management and represent the needs of the job.

Responsibilities:

e To foster good communications and spirit within the team.

e Toimplement the quality system and facilitate continuous quality improvement.

e To carry out organic compound analysis and other work as required.

e To work flexibly according to the demands of the overall laboratory programme including
sampling requirements.

e Toimprove personal knowledge and job performance in relation to organic compound analysis
and other laboratory work.

e To ensure time and other resources are used efficiently.

e To prepare and deliver reports as necessary.

e To maintain the safety and integrity of all records and to ensure that electronic files are backed
up regularly and the copies kept safe from accidents.

e To follow safe working practices, record any accidents, and implement any necessary
preventive action.

e And to carry out any other tasks that might reasonably be assigned by senior management.

Qualifications:

First degree in chemistry or closely related subject such as biochemistry.

Experience,
Knowledge &
Skills:

A good knowledge of chemistry. Proficient in English. Familiar with the use of computers, word
processors, spreadsheets and internet browsers. An understanding of quality systems.
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Job title: Laboratory Basic Water Parameters Assistant Directorate: | SoE & EQ
Job status: Contracted

Superior: Laboratory Basic Water Parameters Officer

Scope of work: | To carry out laboratory duties, including the analysis of basic water parameters.

Duties/ e To implement the instructions of senior management and represent the needs of the job.

Responsibilities:

e To foster good communications and spirit within the team.

e To implement the quality system and facilitate continuous quality improvement.

e To carry out basic water parameters analysis and other work as required.

e To work flexibly according to the demands of the overall laboratory programme including
sampling requirements.

e To improve personal knowledge and job performance in relation to basic water parameters
analysis and other laboratory work.

e To ensure time and other resources are used efficiently.

e To prepare and deliver reports as necessary.

e To maintain the safety and integrity of all records and to ensure that electronic files are backed
up regularly and the copies kept safe from accidents.

e To follow safe working practices, record any accidents, and implement any necessary
preventive action.

e And to carry out any other tasks that might reasonably be assigned by senior management.

Qualifications:

First degree in chemistry or closely related subject such as biochemistry.

Experience,
Knowledge &
Skills:

A good knowledge of chemistry. Proficient in English. Familiar with the use of computers, word
processors, spreadsheets and internet browsers. An understanding of quality systems.
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Support Service Directory
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The descriptions of some of the foreseen positions are provided here below:

Job title: Director | Directorate: | Support Services
Job status: Contracted
Superior: Director NEA

Management of the Directorate incl.:
e Administration
e Finance and budgeting
e Accounting
e HR&HRD
e Stock keeping
e Legal support functions
e Liability principle

Scope of work:

of the team.
e To lead the team and foster a good team spirit.
e To plan and supervise the team’s work programme and to assign duties.
e To oversee:
o General Administration (file system, etc.)

. External & Internal communication
Duties/ . .
S Finance and Budgeting
Responsibilities: .
Accounting
HR & HRD

Stock keeping

Legal support

Liability

e To ensure budgetary responsibility.

e To ensure time and other resources are used efficiently.
e To prepare and deliver reports as necessary.

O O O O O O O

connecting

f Grontmij

resj g
the future

e Toimplement the General Director’s instructions and report to the General Director the needs
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To ensure good communications within the team.

To present the work of the team at meetings and seminars as appropriate.

To ensure that all team members have an appropriate level of competence for the assigned
jobs.

To improve the knowledge and job performance of team members.

To ensure that all team members are able to work flexibly according to the demands of the
job, and that no team member is irreplaceable in terms of their knowledge or skills.

To ensure a programme of continuous quality improvement within the team.

To maintain the safety and integrity of all records and to ensure that electronic files are
backed up regularly and the copies kept safe from accidents.

e And to carry out any other tasks that might reasonably be assigned by the General Director.

Qualifications:

University Degree in Finance or Public Administration - or equivalent education.

Experience,

A good knowledge of administration, finance, budgeting, accounting, etc. and of staff leadership
and management.

Knowledge & Proficient in English.

Skills: Familiar with the use of computers, word processors, spreadsheets and internet browsers.
Conversant with budget management.

Job title: Quality Manager Directorate: Support Functions

Job status: Contracted

Superior: Director of Support Functions

Scope of work:

Maintenance and extension of Agency ISO 17025 accreditation

Duties/
Responsibilities:

e To supervise and maintain all aspects of the Agency’s ISO 17025 quality system, taking into
account the instructions of senior management.

To ensure that senior management is made aware of the consequences for the quality system
of the Agency’s policies.

To extend the quality system as agreed by senior management.

To ensure that accreditation is suspended when any non-compliance arises and is not
reinstated until the non-compliance has been corrected.

To make regular direct contact with both the Agency Director and the Director of the
Laboratory to discuss progress and problems.

To ensure that a culture of continuous improvement is actively promoted in the analysis and
sampling team.

To arrange for regular appropriate audits of the analysis and sampling team.

To ensure that any complaints from customers are dealt with promptly and effectively.

And any other tasks that might be assigned by the superior

Qualifications:

First degree in chemistry or closely related subject such as biochemistry.

Experience,

Experience of performing chemical analysis.
Complete familiarity with the requirements of 1ISO 17025.
Good verbal and written communication skills when interacting with both senior and junior

;r:itl)l\zledge & members of staff.
Capacity for painstaking attention to detail.
The ability to withstand pressures to act in a manner contrary to the principles of ISO 17025.
Job title: NEA Accounting Officer Directorate: Support Services
Job status: Contracted
Superior: Director of Support Services
Scope of Management of the Directorate incl.:
work: Finance
e To assist with preparation of the budget
e To establish and maintain cash controls records
f Grontmij
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e To prepare, maintain and reconcile the general budget balance of the Agency
e To monitor cash reserves and expenditure
e To processes supplier invoices
e To maintain the purchase order system and ensure that the order data are entered into the
system
e Toissue cheques for all payment that need to be processed
e To prepare monthly financial statements
e To prepare quarterly financial reports and report on budget variances
e To assist with the financial audit
e To maintain the computerized accounting system
e To maintain financial files and records
e To establish employee payroll files in the computerized accounting system
e To administer benefit entitlements
e To report benefits tax payments
e To enter payroll information into the computerized accounting system
e To prepare, review and file payroll summaries, journals and reports
Qualifications: | University Degree in Finance or Public Administration - or comparable education.
A good knowledge of administration, finance, budgeting, accounting, etc. and of staff leadership and
management.
. Proficient in the Accounting and information System in Albania
Experience, - . .
Knowledge & Profl.c.lent |.n English. - .
Skills: Familiar with the use of computers, word processors, spreadsheets and internet browsers, Finance 5
and Alpha
Familiar with payroll Services in Albania
Familiar with budget management.
Job title: HR Officer Directorate: Support Services
Job status: Contracted
Superior: Director of Support Services
Management of the Directorate incl.:
Scope of . .
work: e Administration
e HR&HRD
Administration of Employment Contracts
e Creates new Employee Records in database and responsible for accurate input of name and
demographic information
e Reviews employment contract submissions for accuracy of classification and position
information,
e  Consults with Finance/Budget office for payment classification and benefits distribution
e Assists with administering all aspects of payment benefits such: pension, Payroll Plan, health
insurance payment.
e Complete monthly reports of all benefits and insure they are consistent with tax authority
information, and resolve and take action on discrepancies.
e Assist with preparation of information for reporting to financial Authorities and financial
Auditors
e Enters and updates employee payroll records resulting from changes in collective agreements or
from changes in employee information. (salary classification changes, salary increment
changes, reclassifications, change in labour distribution, employment contract revisions)
e Calculate employee salaries, deductions and contributions according to timesheets
e Produces Records of Employment upon employees leaving NEA.
e Provides technical expertise on interpretation of collective agreements and employment
contract process.
e Responds to inquiries and information requests of employees, by providing answers and
explanation with regard to all aspects of payroll and benefits processes.
f Grontmij
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e  Assist with preparation of (Staff Orientation Programmes, Employee Memos and Training
Programmes)

Qualifications: | University Degree in Finance or Public Administration - or comparable education.

A good knowledge of administration, finance, budgeting, accounting, etc. and of staff leadership and
management.

E i , . . .
xperience Proficient in English.

K | . . ;
Slr:icl)l‘:f edge & Familiar with the use of computers, word processors, spreadsheets and internet browsers.
) Familiar with payroll Service System in Albania.
Familiar with budget management.
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Forestry Directory
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Silvicultt
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Specialist

Specialist

Descriptions of some of the foreseen positions are provided here below:

Job title: Director | Directorate: Forestry
Job status: Contracted
Superior: Director NEA

Scope of work:

Management of the Directorate incl.:
e Forestry Management Plan Monitoring
e Forestry Fund
e Forestry development Plans

Duties/
Responsibilities:

e Toimplement the General Director’s instructions and report to the General Director the needs
of the team.

e To lead the team and foster a good team spirit.

e To plan and supervise the team’s work programme and to assign duties.

e To plan, develop and lead the implementation of forest management programmes including
the maintenance, removal and planting of trees; To develop and maintain trees inventory
data

e To prepare work programs and planting specifications for the forestry management program;
To review the reports on forestry related projects;

e To provide contracts supervision;

e To respond to complains, service requests and inquiries from citizens, and others regarding
forestry management policies;

e To provide recommendation for the design of new parks and landscapes;

e To coordinate management and policies procedures relating to forest maintenance,
biodiversity preservation;

e To carry out any other tasks that might reasonably be assigned by the General Director.

Qualifications:

University Degree in Environmental Management, Science of Nature, Forestry Engineering, or
other relevant Degrees

Experience,

A good knowledge of forestry management system

Knowledge & Familiar with the national tree inventory
Skills: Good communication skills
Familiar with the use of computers, word processors, spreadsheets and internet browsers.
Conversant with budget management.
o planning connecting
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Descriptions of some of the foreseen positions are provided here below:

Job title: Director | Directorate: | Information & Data
Job status: Contracted
Superior: Director NEA

Scope of work:

Management of the Directorate incl.:
e Information to the Public
e Environmental Information System (EIS)
e Geographic Information System (GIS)
e Manage the Forest Data System (FDS)
e PRTR register
e Internal (LAN & WAN) information system
e |T support to the Agency

Duties/
Responsibilities:
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e Toimplement the General Director’s instructions and report to the General Director the needs

of the team.

e To lead the team and foster a good team spirit.

e To plan and supervise the team’s work programme and to assign duties.

e To oversee the development and administration of information systems (EIS, GIS & FDS).

e To oversee the Environmental Pollutant Register.

e To ensure quarterly budgetary report.

e To ensure time and other resources are used efficiently.

e To prepare and deliver reports as necessary.

e To ensure good communications within the team.

e To present the work of the team at meetings and seminars as appropriate.

e To ensure that all team members have an appropriate level of competence for the assigned
jobs.

e To facilitate the improvement of the knowledge and job performance of team members.

e To ensure that all team members are able to work flexibly according to the needs, and that no

team member is irreplaceable in terms of their knowledge or skills.
e To maintain the safety and integrity of all records and to ensure that electronic files are
backed up regularly and the copies kept safe from accidents.
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e To carry out any other tasks that might reasonably be assigned by the General Director.

ipeas University Degree in Environmental Management, Intelligent Technolo IT) or comparable
Qualifications: y Ueg g 8 gy (IT) p

education.

A good knowledge of environmental information systems (EIS, GIS, FDS, PRTR, etc.) and of staff
Experience, leadership and management.
Knowledge & Proficient in English.
Skills: Familiar with the use of computers, word processors, spreadsheets and internet browsers.

Conversant with budget management.
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Environmental Assessment Directory
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Descriptions of some of the foreseen positions are provided here below:

Job title: Director | Directorate: | Environmental Assessment
Job status: Contracted
Superior: General Director NEA

Scope of work:

Management of the Directorate incl.:
e Environmental Impact Assessment
e Processing Environmental Permits

Duties/
Responsibilities:

e To implement the General Director’s instructions and report to the General Director the
needs of the team.

e To lead the team and foster a good team spirit.

e To plan and supervise the team’s work programme and to assign duties.

e To supervise the processing of Environmental Impact Assessment.

e To supervise the processing of Environmental Permits.

e To ensure quarterly budgetary report.

e To ensure human and other resources are used efficiently.

e To prepare and deliver reports as necessary.

e To ensure good communication within the team.

e To present the work of the team at meetings and seminars as appropriate.

e To facilitate the improvement of knowledge and job performance of team members.

e To ensure that all team members are able to work flexibly according to the needs.

e To maintain the safety and integrity of all records and to ensure that electronic files are
backed up regularly and the copies kept safe.

e To carry out any other tasks that might reasonably be assigned by the General Director.

Qualifications:

University Degree in Environmental Management or comparable education.

Experience,

A good knowledge of environmental assessment tools (EIA, Permitting, Strategic Environmental
Assessment) and of staff leadership and management.

Knowledge & Proficient in English. Familiar with the use of computers, word processors, spreadsheets and
Skills: internet browsers. An understanding of quality systems and ISO 14000 and 9000. Familiar with
budget management.
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